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RECORDS RETENTION AND DISPOSAL SCHEDULE 

AGENCY Anne Arundel County DIVISION C o m m Serv 
I Item No Description Retention 

1. 

2. 

Budget 

These files contain correspondence, forms, 
computer printouts, etc. relative to this 
departments budget request. 

Personnel 

These files contain all correspondence, forms 
resumes etc. relative to County Employees 
working in this department. 

Compensatory 
These files contain records of compensation 
time earned and used by employees of this 
office. 

General Correspondence & Administrative FilesJ 

Subject arrangement of original incoming 
letters, copies of outgoing letters, 
memoranda, studies, reports, directives, 
policies and other material relating to the 
administration of the department. 

Retain 4 years, 
then destroy, 
(calendar years) 

Retain 2 years 
after termination 
or until no longer 
needed, whichever 
is longer, then 
destroy. 

Retain 2 years, 
then destroy. 

Screen Annually 
and destroy that 
material no longer 
needed for current 
business. 

Directives, 
policies and 
other material 
related to the 
planning and 
policy that 

Schedule Approved by 
Records Management Officer 

Schedule Approved by 
Chief Administrative Officer 

Signature 

Schedule Approved by 
Agency, or Division Representative 

Schedule Approved by 
State Archvist 

Signature 
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4. General Correspondence and Administrative 
Files (cont'd) 

Special Projects 

These files contain documentation on all 
Special Projects managed by Community 
Services. 

Lists/Labels 

Folders contain list and labels for all 
Community Services lists (ex. Community 
Associations, Service Groups, Clubs) 

Beautification Grants 

These files contain Beautification Grant 
applications, correspondence, grant funding 
agreements, status reports, purchase orders, 
etc. necessary to maintain the County's 
matching Beautification fund of $125,000. 

Environmental Grants 

These files contain Environmental Grant 
applications, correspondence, grant funding 
agreements, status reports, purchase orders, 
etc. necessary to maintain the County's 
matching Environmental fund of approximately] 
$85,000. 

Boards & Commissions 

These files contain appointment letters, 
correspondence pertaining to Boards and 
Commissions, resumes, newsclips, by-laws, 
legal references, computer printouts, etc. 

illustrate the 
development of 
the department, 
retain 

" permanently for 
eventual transfer 
to Maryland State 
Archives (MSA). 

Retain 6 years, 
then destroy, 
(calendar years) 

Retain 1 year, 
then destroy, 
(calendar year) 

Retain 5 years, 
then destroy. 

Retain 5 years, 
then destroy. 

Retain Permanent 
transfer periodi
cally to Maryland 
State Archives. 
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10. Photo/Video 

These files contain photos, videos of Specia] 
Projects sponsored by Community Services 

Retain Permanent 
transfer periodi
cally to Maryland 
State Archives. 
(MSA) 

11. Publications 

These files contain newsletter publications 
published by Community Services 

Retain Permanent 
periodically 
transfer to MSA. 

12. Case Files 

These files contain citizen complaint files, 
and reports. They document the receipt of 
citizen complaints and disposition of same. 

Retain 5 years, 
then destroy. 

,13. Consumer Files 

These files contain consumer complaints and 
reports. They document the receipt of 
consumer complaints and disposition of same. 

Retain 3 years, 
then destroy. 

14. Volunteers 

These files contain correspondence and 
information pertaining to volunteers through 
our departments skills bank. 

Retain 10 years, 
then destroy. 

15. Area Files 

These files contain correspondence relative 
to each specialist area. 

Retain 5 years, 
then destroy. 

16. Zoning Notices 

These files contain Notice of Hearings and 
Zoning Reclassifications, Special Exceptions 
and Variances associated with the Special 
Exception cases. 

Retain 10 years, 
then destroy. 
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17. 

18, 

Finance File 

These files contain Direct Payments, Petty 
Cash, Payroll Reports, Daily Timesheets, Cast) 
Receipts, Expense Statements, Invoices, etc. 

News/Clips 
These files contain news on County Executive 
County Departments, and issues involving the 
County. 

Retain 5 years, 
then destroy. 

Retain 8 years, 
then destroy. 
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